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Significant Major Accomplishments January - lecsmber 1466

Records Managemsnt Tengible savings of %6@5,12(3 and an apprecie
(Summery of overall activity) able number of intangible benefits resulted
from progress in each phase of the Records

Management Program, These accomplishments
resulted from the combined efforts of operat-

ing offices responsible for area programs and
this Star? whieh furnished them the gzuldanoce
and asgpistanca,

Correspondence &y

Hanagamand
b

s

E&PW“ Qe
Hanarerent

Lectured on correspondence practicss at
five OTR Administrative Frocedures Courses.

Disseminated guides on effectiwe writing
and the use of form and patterm letlers,

Dewloped and promoted the use of smdge

oof hectograph masters of which cver
? mi1lion are used annually; Top Sscrel
hectography elassiflieation stickers,
which improve securlty and eliminate ihe
need to reproduce Top Seocret material on
preclasaifisd paper;y and plastic stencil
covers, which prevent the culting out of
letters, eliminate trype £111, and produce
clearer stencll cosles,

Inventoried and appralsed 226 types of
administrative reports prepared or required
by N3/8 somponents, Developed and sub
mitted to Ares Regords Officers recommen-
dations on 15 of these reports, which re-
sulted in reporting workioad bhelng reduced
by over 7,000 man hours,

Provided staff guidance to DD/I for an
inventory and sppraisal of administrative
raporta, Developed recommendstions on 32
of the 119 reports surveyed, These recow
mmndations are now being acted uwpon by
/T offices,
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File Standards snd a.

Equipment Utilization

Provided ID/S Area Reports Management Officers
with program guidance, Area progranms with
sonsiderable potential are underway in the
Offices of Logistics, Persomel, and the
Comptroller, These Offices are concarned
with abeut 70% of the reporting workload

in the J0/8 irea,

1858, forms analysis projects were completed
resulting in the spproval of 3Lk new forms,
345 revised forms and 894 reprinted forme.
275 forms were elliminated; 209 more than
wore discontinued last yesr, There wes &
25% increase in overall forms sotivity in
the 1956 calendar year over 1955,

Application of NOR (no carbon required)
peper to Agency Forms in lisu of inter-
leaved carbons wsz {urther extended,
Twenty-five additional forms with & com-
bined total annuzl usage of 1,087,400
sets were procured,

Continued eollaboration with DI/P and DD/T
officials resulted in further refinements
in intelligence information reporting,.
flimination of follow-up Clandestine Ser-
vioces Neports So each Preliminary Dise
semination Report saved £75,000 in six
mmths in editing, typing, and proocfing
time,

Asslated the Cable Secretariat in improve
ing tha copy production of Cables and
Teletyped Information Reports, The results
are cleanliness, ease of greparation and
handling of the new offset master sets,
groater legibility and & more wniform
appearance of the end product,

Fromoted improved f£iling practices by
lecturing on the Agency filing system ab
five OTR Administrative Procedures Coursesy
installing the Apency filing systen in the
Office of the UU/I, the Office of Histor-
{ical Intelligence Collection, the Physieal
Security ivisien, the GR/OCR, the SR/OCR
and part of OC1; and presenting flle train~
ing sessionz to mexmbers of this ataff,

CECD
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Cancelled requests for 25 safe cabinets
resulting in savings of §8,800, -

Proposed and approved the purchase of two
new types of filing equipment for use by
RI/FI to facilitate filing and searching
records with a high refergnce frequency,

The averapge annual expenditure for safe
gabinets wag veduced from $60L,500 in
1951=5k inclusive, to an annual average

of $1LL, 750 In 1955 and 1556, This resulted
from a nuvber of contributing factorsy but
there i3 8 direct sorrelation between this
raduction and the greatly increased resords
disposition rate during the last two years,

Obtained approval for the installation of
an open shelf filing system in BR/OCR,

This will releass 208 scuare foet of floor
space, cantrallze operations In one filing
ares, and provide at least {wo vears exmne
slon spase,

Reduced ons ORR requisition for safe cabinets
from 25 to 11 through the establighment of

& vault ares, This precluded a capital
investment of about 35,000 in new safes,

Converted M/OCR domsier folders to standard
atock items for an asnusl savings of 2120

in folder coat., In addition, the thimner
fastenor of the atandard folder will eliminste
the need for thres less cabinets each year,

GCanducted & survey of the esniral file room
of the Proourement Divieion, Office of Log-
istios, Recommendations resulted in re-
turning aix f1ling cabineis te steck for

& saving of 33601 an jrproved chargeout
syatom; establishing improved reference
services and redusced folder costs by £5L0
;?aréy; veducing the workload of the file
slap ™ :

Gonducted a survey of the Physisal Becurity
Hvision and installed tha Agency £iling
asysten; inatalled a cat-off systen in all
files to facilitate future disposition of
inactive records; destroyed or retired cone

DA A e

RTIC




Ts

SECRET

Cs

G

£.

Es

b,

Vital B
Faterials

b,

Co

d.

.—..Approved For. Release 2005/11/21 : CIA-RDP70-00211R000700060030-4 . ... .. . ..

installed an improved system for recoxding
bullding traffic of speclal badge holders,

Reviewed an OTR caxd file and provided for
ordering proper g&iﬁm.

Reviewed DI/P New Bullding file space re-
quirements snd recommended & 2% reducte
fen,

Revised tha DD/S Hail Control system to
transfer the "follow-up" funciion into the
registry and to slmplify maintenince of
the weelly liating of incomplete assigme
ments,

Roviewed the filing system of the Reglistra-
tion Section, Administration Franch, OIR,
and recommended a change in maintenanee
procedurs which reduced space requiramonts
for ome file aeries {rom 3 safe dravers %o
one, Alse aliminated the need for typing
lists of employees scheduled for training.

Promoted the ingitallation in OIR of a meil
eontrol system which improved control of
mail in pvrocesas, eliminated repetitive
logeing of the same item by various offices,
and provided a follew up for overdue veplies,

Reviewed equiprent and operating require-
mnis of the Administration, end Operaw
tiens Staffs of OCR for the new Piilding
fumniture commitise,

Arranged for visits to the Tepository by
21% persons from 12 offices,

Expanded Repoaitery filing space by Log
through the use of fMve drawer eabinats
in lleu of four drawer safes,

Asglated ORR and CBI during the recsnt
Middle Zast crisis through the rapid re-
govary and return of M™im positives and
rep negatives urgently needed at head-
quarters,

Coordinated action which resulted in the
physical move of the referencs library
eollection at relocation headquarters from
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e, Conducted a mwy of space reguirements
for the Vital Material wault, and recons
mnded expansien by July 1955

f. The Vital Haterials Repository provided
materisla in response to 1,132 oul of
1,162 requests received during Operation
Alert 1996, The mejority of the thirty
mfilled reguests were for mterials not
de;mai.m:/

g. Assisted ORR in estavlishing a =mere mean-
ingful indexing of unpublished vital st
arials deposites of the Foonomic Area,

h, Reduced the punch card maintenance require-
ments from 172 howrs monthly to 76 hours
by destroylng ocne file of 700,000 cards
and by substlituting machine lietings for
mmched aards.

i. Assisted in developing 12 new and 13 revised
vital materials deponlt schedules, .

5. The dapnsiting aotivity increased greatly
#gince (peration Alert 1955 as indicated
in the tablas below:

. : June«lee, 55 Jan ,~June 56 July-ilec

Pocurents (Qﬁ; fﬁ.} ekl Iban ..

#aps (cu, ft,) %‘9.9% ; gaze 2.6
1, Records a, Conducted records disposition surveys and
Disposition prepared records eontrol schedules Iin nine

beadquarters offices and at the

| | sudited and revised
records control schedules in three offices,
This scheduling and auditing sctivity
covered 14,699 euble feat of records (the
uquimlmt. of 1,837 sufe cabinets),

b, 7This year for the first time the concept
of the Recoria Center as a secure depog~
itory for aspecially sensltive intelligence
materials and recoris was agread to Ly
elements of the DU/T, DU/S, and DI/P Areas,
A total of 7,56l cu"nia feet of such mater-
ial has been transferred from hesdquarters
office space to special vault asreas in the
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¥lzoellansous
Activity

&, Applioation of Records Control Schedulss
accomplished the transfer of 11,71 cuble
fast of records from office space and
epuipment to the Canter, Applicabtlion of
gchedules at the Center resulted in the
destruction of h,0L7 cuble feet of records.

b. The totsl Records Center recelpts of 11,7h1
ecubie fest of records was sguivalent to
1,h65 safe eabinets valued at "‘f{lﬁ,m.

e, Headquarters officea were provided service
on 10,608 regquests for information and
records material,

d, A project outline waaz prepared in August
propasing consiruotion of an asdditional
30,000 squars feet of stovage space for
the Records Center., This proposal has
now heen concurred in by OL, Comptroller,
30, and 00 and forwarded to the Project
!ieviaw formities for final appreval, Flans
and specifications for the new constrmetion
ware preparsd and bide on the contract will
he called for early next year,

a, | |#as designated to serve 25)

ag lizison with the Gffice of Statistical
Standarda, Poresu of the BDudget on matters
pertaining to records retention renuire-
menitz imposed on the publie by the Govern-
ment,

b, Isaued a revised Agency Records E’%snagam‘b
regalation, _

¢. Jevelopment and Bducation:

{1} Attendsnce of one member at the 3 day
International System % Procedure
Association meeting in Fhiladelphia,

{2} Attendance of one member at the ome
day Federal UGovernment Manogement
Control Seminar conducted by the Reme
ington Rand Corporation in ¥ashington,

{3) Artendance of one member zt the § day
Records Administration Zeminar eome
ducted by Eecord Comntrols, Ine, in
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(L) Attendance of one member for 2 days
at the NOMA Amnual Office Management
Training Conference at the University
of Haryland, '

(5) Attendance of cne member at the Annual
HNOMA Conference and 0ffice Bquipment
Exposition in Philadelphia,

(6) Buccessful completion by 2 anslysts
of the Institute on Hecords Management
eonducted by American ‘niversity.

{7) Attendsnce of varicus staff members
at 1h monthly meebings of the O&M
Luncheon Uroup, the Interagency Reo-
ords Adminietration Cenference, and
&t other mestings of professional
sccisties,

de The following persennel changes cecurred:
{1) New stalff member:

(2) Transferred to 04l Btaffs

(3) IM&M:
|
(k) Detailas
for five months osverseas

duty with the ¥Z Division,

e. Evaluated 75 employee suggestions,
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